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School Discipline Data Reporting
September 2009

General Instructions

Reporting Period: July 1, 2009 through June 30, 2010
Due Date: June 30, 2010

Reporting Entities: Every public school in each public school district in the state,
including publicly funded schools, must submit a completed report.

Data To Be Reported: Any incident that takes place during the reporting period that:

e results in an out-of-school suspension or expulsion, regardless of the length of
time, for any enrolled student; or

e results in an in-school suspension for a student with disabilities (the student must
be receiving special education services in accordance with an individualized
education program [IEP]); or

e involves weapons, drugs, or violence in which the perpetrator is a nonstudent
(someone not enrolled in the school such as a former student who has
graduated or dropped out, or someone unknown to the school).

Electronic Submission: All reporting entities are required to report electronically over
the Internet. The application opens October 5, 2009, and will remain open through
June 30, 2010. Data may be entered at any time during that time period. In order
to access the application two different logins are needed: the Citrix username and
password (mailed to district superintendents or authorized representatives in mid-
June 2009); and the School Discipline username and password issued by the OPI
and mailed to the designated user. Instructions for electronic data entry start on
page 3.

School Discipline Data Collection Web Page: All information, resources, instructions,
etc., relating to the school discipline data collection can be found on a dedicated
page on the OPI Web site: http://www.opi.mt.gov/schooldisciplinedc/index.html.

Use this page to access the instruction manual and worksheets for both out-of-
school suspensions/expulsions and in-school suspensions for students with
disabilities. The Web page will also provide updates on the status of the data
collection, problems with the application, new reports, etc.

Contact at the OPI: Karen B. Crogan: (406) 444-0685, kcrogan@mt.gov
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Information Regarding In-School Suspensions

In-School Suspensions of all students with disabilities for the 2009-2010
school year (students with disabilities means students who are
receiving special education and related services in accordance with an
active IEP).

This federal reporting requirement is being implemented in
accordance with instructions from the U.S. Department of Education,
Office of Special Education Programs.

Federal Definition of In-School Suspension
Instances in which a child is temporarily removed from his/her regular
classroom(s) for disciplinary purposes but remains under the direct
supervision of school personnel. Direct supervision means school
personnel are physically in the same location as students under their
supervision.

Data Elements to be Reported for In-School Suspension

Unique student identifier (the student's state ID from the AIM
system)

Race/ethnicity

Gender

Grade level

Limited English Proficiency (LEP) status

Length of removal in school days (percentage of a day)

Disability codes (all disability codes that apply)

IMPORTANT

If a school has no in-school suspensions to report for students with
disabilities, no action is necessary on the In-School Suspension Data
Entry Screen. However, if a school has no out-of-school
suspensions/expulsions to report, the "No Incidents Reported” box must
be checked on the Out-Of-School Susp/Exp Data Entry Screen.

Go to page 12 for instructions on electronic data entry of in-school suspension
and Appendix B, page 29, for general instructions and definitions.
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Electronic Data Entry and Submission
School Year 2009-2010

Important Points

REMINDER — Last year a new security screen was added to the application, which
requires the User Name and Password sent to you by the Office of Public Instruction in
September 2009. The extra level of security not only protects the privacy of a student
identified by his or her 9-digit state AIM identification number now being used for the
student perpetrator, but also provides the OPI with more accurate data for reporting
purposes.

The reporting of In-School Suspension data on students with disabilities continues this
year. See page 29 for general information and definitions and Page 12 for instructions on
the electronic application.

The electronic school discipline data collection application opened for data entry on
October 5, 2009.

Visit the School Discipline Web Page as a single point of contact for current information
about the data collection. All technical assistance features/documents can be found here.
The page is updated as necessary throughout the reporting period. A direct Web address
for the page is: http://www.opi.mt.gov/schooldisciplinedc/index.html.

School discipline data may be entered over the course of the school year. The application
will remain open until June 30, 2010, to allow schools to enter data at any time between
October 5, 2009, and June 30, 2010. However, submittal of data by a school to the
school district or by the school district to the OPI will not be available until May 14, 2010.

The application is structured so that a school district may enter data for its individual
schools or, if the district prefers, each of the schools in the district may enter data and
submit to the district. Either way, the district must do the final submittal at the district
level for the data to be submitted to the OPI. Failure to submit at the district level will
result in an incomplete report.

Any report in the application may be saved as a PDF document to the user’s C: drive
and printed from there. A user may also print directly from the Citrix application; however,
this may present problems if the user’s printer is not recognized by the application. The
PDF document gives the user a permanent electronic copy of each report. See instructions
on page 17.

Prior to submitting data, a final report must be printed and reviewed to ensure
accuracy of the data. When a district performs the submit process, the district is certifying
that the data are correct as submitted.

Disclaimer: No actual incident data are displayed in this manual; they are fictitious.

If you have questions, please contact Karen B. Crogan (444-0685, kcrogan@mt.gov).
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This section provides comprehensive instructions on entering data and submitting completed
reports. If you need specific details on how to access the application, see Appendix E, page 35.

School Discipline Data Collection

Welcome! This is the first screen you will see in the School Discipline data collection

application.

Get Password

Welcome to the School Discipline Data Collection System

Office of Public Inztruction
Your user School Discipline Data Collection Program
level is
displayed on
this screen Welcome: Grant Elern (le0003)
(D|STR|CT User Level: District level user (DISTRICT) Change Tip of
or SCHOOL)_ Tip of The Day: The Day
to the School Discipline Data Collection application for school year
WWELCOME to the School Discipline Data Collecti lication fi hoal
2002-10. The application opened on Septermber 30 and will remain open until the
due date of June 30, 2010, The submittal process will be available after May 15,
2010.
CIICk_ REMINDER: *ou are required to use the S-digit state student AlM identification
Continue to number for the Perpetrator [dentifier. For this reason another lewel of security was
added asking for an additional user name and password, which will appear after this
move to the screen. These are available from Karen Crogan; see contact information below.
next screen.
Exit Program

This next screen enforces the second level of security.

fimGetPasswond : Form

Egteerrl;[lgeme Enter User Hame:

N [ Login Exit

% Enter Pazsword: M
received |

gzgé)mpt:;rr" For assistance with your School Discipline user name or
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password, please contact one of the peaple listed below.
Karen Crogan - 406-444-0555

Be sure to read
the Tip of the Day
for helpful hints or
changes to the
application.

Click Exit Program
to leave the

application.

Click Login to open
the application.

The Exit button will
close the program.

NOTE: The Exit
button on each
screen will exit to
the previous
screen.



Main Menu

When you log in, the application will identify you as a school district or a school based on your
user name and password. As a school district, you will have the ability to enter data for all
schools in your district. As a school you may enter data for your school only.

The buttons on
the left of the
screen provide
you with two
options. Single
click to select a
button.

E DataEntry
Data Entry — ———p

is the default.

The white
screen lists the

School Discipline Data, Collection Main Menu

Office of Public Instruction
School Discipline Data Collection

District:| 0861 v |Absarokee Elem v

v/—

Schook:| 1775 v |Absarokee 7-8

School Year:| 20092010 +

Select 2 button on the left and then double click the option below,
Out-of-School Susp/Exp Data Enfry Screen

In-School Suspension {Spec Ed Students Only) Data Entry Screer
Submit School Discipline Data

B ‘Eeports

options
available for
each button.

SEPTEMBER 2009

Enter Qut-of-School Susp/Exp Data

™

Help Exit
SELE

N

The Help button provides access to
application help topics.

0PI Knowledge Weh Database

Office of Public Instruction

School Discipline Web Help

Select the Help you desire
School Discipline Data
ARIS/Citrix Technical Questionsi
Schoal Discipline Web Page

Exit
frmiaebHelp
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If you are logged
in as a district,
select a school
from the School
drop-down
menu.

Double click to
choose a menu
option from the
list.

A single click
brings up a
description of
that option.

The Exit button
allows you to
leave the
application.



Out-of-School Susp/Exp Data Entry Screen

Use this screen to enter all student-related incidents resulting in out-of-school suspensions or expulsions
as well as incidents involving nonstudents. Select Data Entry, double click the option Out-of-School

Susp/Exp Data Entry Screen.

The three tabs (Incidents, Incident/Victim, and Perpetrators) represent three data entry screens. The
Incidents tab (shown below) is always the first tab you see. You may navigate between tabs after the
Incidents tab has been completed. To move from field to field, you may use the TAB key, the ENTER

key, or your MOUSE.

If you are logged in as a school, you may begin entering data immediately. If you are logged in as a
district, select the school for which you want to enter data from the School pull-down menu.

Incidents - (frmincidents)

District: | D861 v [Absarokee Elem v

School Year: 2003-10

Month:

Incidents:

[Double - Click to
Edit ar Delete]

SchoollD
IncidentliD

168388

School: | 1775 « |Ahsamkee 7-8 w

Incidents | |ncident/¥ictim | Perpetrators

Incident Description: |

Location Code:

[ M Incident Description
Ugeful fior identifying an incident.
| w [if left empty, a unigue number
will be azsigned]
Morth [ IncidentD escription] LocationCodeM ame

additional incidentfoodes, wictim

Usze the ".-’-\DD..yutlons to enter

Add Hew Delete
. Incident Incident
[” Mo incidents reported
Exit
Report By Entry | Report By Month ﬂ—"
[most recent 1st] [Jan- Dec]

codes, dizability godes or perpetratars.

y i

!

If a school has no
incidents that resulted in
out-of-school suspensions
or expulsions or no non-
student incidents to report,
check the No incidents

reported box.

NOTE: The district must
still perform the submit
process even if there are
no incidents to report.
See instructions for
Submittal on page 18.

SEPTEMBER 2009

There are two reports that may be viewed or printed at any time during
the data entry process. These reports are available on all tabs.

Report by Entry is a report of each incident in the order in which it was
entered into the application.

Report by Month is a report of each incident in order by the month it was
reported in. Both reports contain the same data using two different
formats.

These reports may be viewed or printed at any time during the data
entry process. For more information on Reports, see page 15.
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Entering an Incident (OOS) - Incidents Tab

Month: Enter the month in which the incident occurred. Select from the pull-down menu or begin typing
the name of the month. Validation Check: This field cannot be left blank.

ncident/Yictim | Perpetrators

Incident Description: This
optional field is for your
convenience. Please see
page 21 for more detail on

I"”T:h:m » II = 'U"Cifd;"‘_ges_'r"_i"“""_ _ this data element. If the field

ncident Lescnpuon: zeful for identifying an incident. . . . .

R i — [ eft empty, 2 urique number |s'not filled in by the user, |t_
will be @ssigned] will be automatically filled with

Incidents: Manth [ IncidentDescription] LocationCodeM ame

[Double - Click to
Edit or Delete]

Add Hew Delete
Incident Incident
[” Mo incidents reported

SchoollD [16888 =) ‘ WK ‘

IncidentliD

Use the "ADD..." buttonz to enter
additional incident codes, vichim
codes, dizability codes or perpetrators.

Report By Month
[Jan- Dec]

Report By Entry
[moszt recent 1st]

a unique incident number.

Location Code: Type the
code number or select from
the pull-down menu.

Validation Check: This field
cannot be left blank and only
one code may be entered.

Exit See page 22 for more detail
i+

and definitions.

As incidents are entered and saved, they are displayed in the white screen in the center of this form.

Incidents: Manth | IncidentDescrption] LocationCodeN ame

(Double - Click to | October 46630 On Campus

Edit or Delete] March Disorderly Conduct On Campus
January Fighting On Campus

Add Hew Delete
Incident  Incident
[ Mo incidents reported ‘

To add a new incident, click the
Add New Incident button. (The
cursor will be placed in the Month
field to begin entering a new
incident.)

To delete an entire incident,
double click on the incident

in the white screen to bring

it up and click the Delete Incident
button.

SEPTEMBER 2009
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The Incident Description is displayed
for each incident in the list, along with
the month field and location. This
field may be useful for identifying a
specific incident. In the example at
the left, note that one incident has an
auto-assigned number in the Incident
Description, while the other two
contain short descriptions that make
each incident more recognizable.

NOTE: In the course of
entering an incident, if an
error message is displayed
as a result of a problem
from which you cannot exit,
click on the Incident Tab
and delete the entire
incident. You should then
be able to reenter the
incident.




Entering an Incident (OOS) - Incident/Victim Tab

All Incident Codes and Victim Codes entered for the incident are displayed in the white screens. Please
refer to Appendix A for detailed descriptions and definitions of incident and victim codes.

Incident Code: | |

Codes: | Incide] IncidentCodeN ame

(Double- {1500 | Disordery Conduct

Click to

Edit or

Delete] Add New Delete
Incident  Incident
Code Code
G‘EI FE

Uze the "A0D0.." buttons to enter
additional incident codes, victim
codes, disability codes or perpetrators.

Yictim Code:l -I 1 of Victims:l

Codes: Code [# of Victims

[Double - 00 0

Click ta

Edit or

delete] Add New Delete
Yichm Yictim
Code Code
ﬂEI 7.4

Exit

Report By Month
[Jan- Dec]

Report By Entry
[moszt recent 1st)

2

To add an additional Incident
Code or Victim Code, click the
corresponding Add button.

To delete an existing Incident
Code or Victim Code, double
click on the code in the white
screen to bring it up and press
the corresponding Delete
button.

Incident Code: Enter an Incident Code by typing the code or selecting one from the pull-down menu.
Validation Check: This field cannot be left blank. Enter all that apply.

=] | Victim Code: | -] W of Vic

Incadent Code:
11
Codes: 12
I:E:Eﬁ: 13
diedele] gg
q9¥

H and gun

5 bt gun/Hifle

Dithei Fueams

Enife. Blade 2.5 or Greabes
D angenous Weapon

ither Weapons

1300 Aggravated Azsaull [Batteny)
171

Fighting |[Mutual Slberc alsen]

Weapon
Waapon
Weapon
Weapon
Weapon
Weapon
Vinlamce
Violence

Victim Code: Enter a Victim Code by typing the code or selecting from the pull-down menu. Use Code
700 if there are no victims.
Validation Check: This field cannot be left blank. If victim code 700 (No Victims) is
entered, no additional victim codes may be entered.

# of Victims:

Enter the number of victims that apply to each victim code entered.

Validation Check: The number of victims must be entered for any victim code entered,
except 700 (No Victims). A zero (0) will be entered by default for victim code 700 (None).

Victim Code;

ohieE:
[Deuble
Click bo Edi
of derleie|

SEPTEMBER 2009

B ﬂ ol Veclime: |

| Student z |
School Perzonnel

Other

Hon School Peizonneal

I Hone
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Entering an Incident (OOS) - Perpetrators Tab

Enter at least one perpetrator for each incident. Complete all fields before adding another perpetrator.

See page 24 for more detail and definitions.

Incidents | Incident/Victim Perpetrators I

Incident Description: [Test #100 |

Perpetrator Perpetrator

Identifier: II Cnde:l .I
Gender Code: I | Race Code: I -] Grade: = ELE::IE:"I:‘JHI Status ﬁ

Length of Hemoval -
Acton Code: I *I [in school days]: I gls:h_lllly I ,I
Expulzsion/Suspension [Firearms Incidents Only) Bi:;bility' S—
£ FullY: " Shortened [Double -
‘ —— e | Click to Edit
Perpetrator: | Student D [Gender [Race [Grade [Name  [Lenath [DD | o delete]
(Double - 300000000 | M 05 7 Student 2 AddNew | Delete
Click ta Edit Disabiltiys  Disability
ar Delete]
H'}EI W |
K -

Add New Delete
Perpetrator Perpetrator

PerpetratorlD Save Full
L+ _
= | 43 | Incident .
Exit
Use the "40D..." buttons ta enter
additional incident codes, victim [Hep;:ut By Er]ltl{] He';‘?ﬂ FBM'}nth EI_*
codes, dizability codes or perpetratars. PSS UEEELS U L Ll

All perpetrators entered for an
incident will be listed in the
white screen.

To add another perpetrator for
the same incident, click on
the Add New Perpetrator
button.

To delete an existing
perpetrator, double click on
the perpetrator in the screen
to bring the record up and
press the Delete Perpetrator
button.

When all data for this incident have been entered, click the Save Full Incident button to store the data.

The user is returned to the Incident tab to begin entering a new incident. This button may also be
selected by pressing the Enter key after program status/disability codes have been entered.
Validation checks built into the application will not allow the incident to be saved if there is missing

data. Read any error messages carefully.

PERPETRATOR TAB DATA ELEMENTS

Perpetrator Identifier:

Perpetrator

Enter the student's 9-digit state ID from the AIM system into the

Identifier: || perpetrator identifier field. The perpetrator identifier must be used for
_— all incidents (both in-school and out-of-school) in which the student

is involved.

Validation Check: This field cannot be left blank. If the perpetrator identifier was involved in a previous
incident (in-school suspensions or out-of-school suspensions/expulsions), you will be asked whether to
prefill the perpetrator code, gender,and race.The program status code will also be prefilled, including any
disability codes, if applicable [program status code 12 or 12B], but it may be edited by the user. See page

24 for more details.

PREFILL INFORMATION?

This perpetrator was involved in a prior incident.

]

Prefill the perpetrator's information from the prior incident™ If 'MO°, enter & new perpetrator identifier.

SEPTEMBER 2009
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Perpetrator Code:

Enter the perpetrator code by either typing the code number or
selecting a code from the pull-down menu.

Perpetrator
Code:

el 100 Student
640  Honstudent
999 Unknown

Validation Check: This field cannot be left blank. For each perpetrator Identifier entered, there must be
a perpetrator code entered. If the code entered is 640 (nonstudent) or 999 (unknown), then no additional
data are required and all subsequent fields will be grayed out - the user may either click the Save Full
Incident button or press Enter to store the incident. If there are more people involved in the incident, click
the Add Perpetrator button to add another perpetrator. If the perpetrator is a student, all additional fields
must be filled in. See page 24 for more detail and definitions.

Gender Code:
If the perpetrator is a student, enter the appropriate gender code by either

Gender Code: +amm VPN the code or selecting from the pull-down menu.

Validation Check: If the perpetrator is an enrolled student, this field cannot be left blank. See page 25 for
more detail.

Race Code:
Race Code: [ 3] - _ If the perpetrator is an enrolled student, enter the appropriate race
© - “~I07 American Indian/Alaskan Native code by either typing the code number or selecting a code from the
102 Asian pull-down menu.

03 Higpanic or Latino

04 Black o Affican American Validation Check: If the perpetrator is an enrolled student, this field
05 White, Non-Hispanic cannot be left blank. Only one race code can be entered. See
| 06 Mative Hawaiian or Pacific |slander page 25 for more detail and definitions.

Grade:
If the perpetrator is an enrolled student, enter the appropriate grade by either
Grade: "_;[ typing the grade level or selecting the level from the pull-down menu.
: Validation Check: If the perpetrator is an enrolled student, this field cannot be
left blank. Only one grade level can be entered.

Action Code:

LENQI OF Hemoyal

Action Code: | (in school days]: |_
Wsion/5us| 230 Expulsion, placed in iferm alteraive educational setfing

260 | Expulsion, without services

Full e { 40p Suspension, out-of-school, placed in intenim altemative educi

4410 Suspension, out-of-school, without services

Disahililpl_ If the perpetrator is an enrolled student, enter the

_Y action code by either typing the code number or
selecting a code from the pull-down menu.

Validation Check: If the perpetrator is an enrolled
student, this field cannot be left blank. Only one action
code can be entered. See page 26 for more detail and
definitions.

Length of Removal:
Length of Removal If the perpetrator is an enrolled student, enter the length of removal in
(in school days): | school days that the student was suspended or expelled by typing the
number (enter partial days as decimal).
Validation Check: If the perpetrator is an enrolled student, this field cannot be left blank. See page 26 for
more detail.

SEPTEMBER 2009
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Expulsion/Suspension - Full Year/Shortened:

E— —— T —— If the perpetrator is an enrolle_d student,_ ar_1d the incident
upulsion/Suspension [Firearms Incidents Only) 0 i jicates firearms were involved (incident code 11

| T Full Year " Shortened [handgun], 12 [shotgun/rifle], or 13 [other firearms]), the

' application will select either Full Year or Shortened, based

on the number of days entered in Length of Removal (above). The user may change the default entry.

Validation Check: If the incident codes include at least one firearms code, then either Full Year or

Shortened must be checked. See page 27 for more information.

Program Status Code:

Program Status ﬂ_;[ If the perpetrator is an enrolled student, enter the

program status code by either typing the code
number or selecting the code from the pull-down
menu. Validation Check: If the perpetrator is an
enrolled student, this field cannot be left blank.
Only one code can be entered. See page 27 for
more detail and definitions.

m Regular Education

114 Regular Education with Section 504 Plan

11AB | Regular Education with both Section 504 Plan & Limited E
118 Regular Education with Limited English Proficient

12 Special Education

128 Special Education with Limited English Proficient

Disability Code:

Program Status |12 'I

Code:

If the Program Status Code indicates special education (12 -
Special Education, or 12B - Special Education with Limited
English Proficient), enter all disability codes that apply either by

-

D Emotional Disturb - . T .
H.mp.e typing the disability code letters or by selecting from the pull-
Learning Disability down menu.
ol gft',fgp'lg?;‘:',;;‘;;:g';"‘ Validation Check: If the program status code indicates special
SL Speech/Language Imp education, this field cannot be left blank. Enter all that apply.
TB Traumatic BrainInjuy  —  See page 28 for a more detailed list of disability codes.
¥l ¥isual Impairment -
Dizability IIE:I vI
C';)"i:;h“iw_ To delete an existing disability code, double click on the
Eenl- | code in the white screen to bring it up, and then click the
or delete] Delete D|Sab|lltv button.

Add MNewr Delete
Disabiltiy Disability

. | — | To add another disability code, use the Add New Disability button.

When the Program Status Code and any Disability Codes have been entered, the perpetrator data entry
is complete. At this point, you may add another perpetrator to this incident or, if the incident data are
complete, click the Save Full Incident button (or press Enter) to store the incident. You may then either
enter a new incident or exit the application.

NOTE: If you run into problems entering perpetrator information (recurring messages popping up or
screen freezes), try deleting the perpetrator by clicking the Delete Perpetrator button and reenter the
perpetrator data. If the problems persist, try deleting the entire incident from the Incident Tab and
reenter all data on the incident.
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In-School Suspension (Special Education Students Only) Data Entry Screen

This is the third year for which data on in-school suspensions of students with disabilities will be reported.
If a school has no in-school suspensions of students with disabilities to report, you may disregard this part

of the application.

To access the data entry screen, double click the second menu item: In-School Suspension (Spec Ed
Students Only) Data Entry Screen.

School Discipline Data Collection Main Menu

Office of Public Instiuction

School Discipline Data Collection
District:| 0096 v [Alzada Elem v
Schook| 0132 v [Alzada School v

School Year:| 2009-2010 ~

Data Ent Select & button on the left and then double click the option below.
& [DaaEntry Cut-of-School Susp/Exp Data Entry Screen

‘In-School Suspension (Spec Ed Students Only) Data Enftry Screer

B |Reports Submit School Discipline Data

Enter SPED Student with In-School Suspension,

If there are no In-School Suspensions to report for students with
disabilities, no data should be entered.
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Entering an In-School Suspension (ISS)

All data required to complete an in-school suspension are entered on this screen. Data are reported by
student.

Incidents - (frmSPEDStudentsinSchool)

School: | I]132;||A.Izada School =

Dishtict: | 0096 - | [Alzada Elem =] School Year: 2009-10

SPED Students In-School Suspensions

Student Perpetrator
Identifier: |987654321 Code:[700 - Student -]
Gender Code: IF 'I Hace Code: Il]1 'I Elade:|4 'I LEF
Length of -
Action Code:  [Suspension. in-school -_~ | Removal [in I 0.25 | Dizability I 3|
school days]: EC[";!E: bilite [S0—
1zabahty:
SPED [Double -
Students: Click to Edit
[Double - or delete]
E"Ek i E it Add Mew  Delete
or Delete] Disabiltiy Disability
G‘EI [
Add Mew Delete

SchoollD |1 6314 Student Student
IncidentiD I?B??? G‘E -
PerpetratorlD |351 339

ze the "ADD..." buttons to E xit

enter additional SPED Students

with in-school suspension Report By_E‘_ntudent Report By Entry EI:

Identifier

[most recent 1st]

Students already entered are displayed on the white screen.

To add a new student, click the Add New Student button.

To delete an existing student, double click on the student record in the white screen to bring it up
(as shown in the screen above). Then click the Delete Student button.

When the student's Disability Code has been entered, press the Enter key to save the record.

Two reports may be viewed or printed at any time by pressing one of the two buttons located at
the bottom of the data entry screen:

Report by Student Identifier shows each incident in numerical order by Student Identifier.

Report by Entry shows each incident in the order in which it was entered into the application.

Both contain the exact same data, just formatted differently. For more information on Reports,
see page 15.
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Student ldentifier:

Student | Enter the student's 9-digit state ID from the AIM system. It will
Identifier:

be used for all incidents in which the student is involved.

Validation Check: This field cannot be left blank, cannot contain fewer than 9 digits, and it cannot include
letters. If the student has been involved in a previous incident (in-school suspensions or out-of-school
suspensions/expulsions), you will be asked whether to prefill the perpetrator code, gender,and race.

Disability code field will also be prefilled, but may be edited by the user. See page 29 for more detail and
definitions.

PREFILL INFORMATION?

Thiz perpetrator was involved in a prior incident.

Prefill the perpetratar's infarmation from the priar incidert? If ‘WO, enter & nesw perpetrator identifier .

| e |

Gender Code:

Enter the appropriate gender code by either typing the code or selecting from
Gender Code:

. = the pull-down menu.
Validation Check: This field cannot be left blank. See page 29 for more

details.
Race Code:
Race Code: [ =] I— Enter the appropriate race code by either typing the code number
ace Lode: hd Code: . 3
LT TAmeiican Indian/Alnskan Natrve or selecting the code from the pull-down menu.
102 Asian _ . o
03 Hispanic or Latino Validation Check: This field cannot be left blank. Only one race
04 | Black or African American code can be entered. See page 29 for more detail and definitions
05 White, Non-Hispanic . pag .
| 06 Mative Hawaiian or Pacific |slander

LEP:
Check this box only IF the student meets the criteria for limited English proficient
LEP r status. See page 30 for more detail and definitions.

Length of Removal:

Length of Removal Enter the length of removal in school days (or part of a day) that the
[in school days): | student was suspended in school by typing the number (use decimals
to enter partial days).

Validation Check: This field cannot be left blank.
See page 30 for more details.
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Disability Code:

Enter all disability codes that apply either by typing the disability
Disability || 'I | - code letters or by selecting from the pull-down menu. Validation

Code: Al Autizm - Check: Data collected on in-school suspensions applies to
CD Cognitive Delay — students with disabilities only; therefore, this field cannot be left
CW Child with Disability —] Dblank. Enter all that apply. See page 30 for a more detailed list of
DB Deaf Blindness disability codes.

DE Deafness
ED Emotional Disturbance
HI Hearing Impairment

LD Learning Disability ¥
To delete an existing disability code, Disability [ =
double click on the code in the white Disability:
screen to bring it up, and then click ke E it |
the Delete Disability button. i Sl

Add Hew Delete
Dizabiltiy Dizability

To add an additional disability code, T | b |
click the Add Disability button.

When all Disability Codes have been entered, the in-school suspension record for the student is
complete. At this point, you may either click the Add New Student button to add another student
or press the Exit button to exit this screen.

Reports

The reports showing current data may be accessed at any time through buttons on the bottom of the data
entry screens (both in-school and out-of-school) or through the Reports button on the main menu. Be
sure to print a report of your completed in-school suspension and incidents of out-of-school
suspensions/expulsions or nonstudent incidents for your records.

Reports from the Data Entry Screens:

» Two reports can be printed from each of the data entry screens (Out-of-School Susp/Exp Data Entry
Screen and the In-School Suspension (Spec Ed Students Only) Data Entry Screen). Both reports
provide the same data, but are formatted differently.

Out-of-School Susp/Exp Data Entry Screen

* Report By Entry: This report lists the incidents by the sequence in which they were entered into the
application (most recent first).

* Report by Month: This report lists the incidents by the month in which they occurred.

Report By Entry Report By Month
[mo=t recent 1st] [an- Dec)
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In-School Suspension (Spec Ed Students Only) Data Entry Screen

Report By Student Identifier: This report lists the incidents in numerical order by student identifier.

Report by Entry: This report lists the incidents by the sequence in which they were entered into the
application (most recent first).

Report By Student Report By Entry
Identifier [most recent 1=t]

Reports from the Main Menu:

Click the Reports button to bring up a list of reports that are available through this application. Single click
a report to view a description of the report below the screen or double click the report to pull it up.

7 | Data Ent Select a button on the left and then double click the option below,
zata Entry Cut-of-School Susp/Exp Worksheet -~
In-Schoool Suspension \Warksheet |

B Reports Out-of-School Incidents By Entry

Cut-of-Schiool Incidents By Maonth

In-School Incidents by Student Identifier

In-Schoal Incidents by Entry

Check School Submission Status

School/District - Drugs by Race

School/District - Violence by Race

School/District - Other by Race

School/Tistrict - Weapons by Race

Statewide - Druas by Race ﬂ

Statewide - Wiolence by Race

Statewide - Other by Race

Statewide - Weapons by Race

School/District - Incidents By Race - All Groups

Statewide - Incidents By Race - All Groups ||

-

Out-of-School Susp/Exp Worksheet Log and In-School Suspension Worksheet Log -Blank
worksheets.

Out-of-School Incidents by Entry and Out-of-School Incidents by Month — Out-of-School
Suspension/Expulsion incidents reported for the current year in the order in which the incidents
were entered into the application or by the month in which the incidents occurred. Both reports
provide the same data in different formats. The same reports can be accessed from the data
entry screen.

In-School Incidents by Student Identifier and In-School Incidents by Entry — In-School
Suspensions reported for the current year in numerical order by the student identifier or by the
order in which the incidents were entered into the application. Both reports provide the same
data in different formats. The same reports can be accessed from the data entry screen.

Check School Submission Status - A list of schools in the district and their submittal status for the
current year. This report is primarily used at the district level.
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School/District - Drugs, Violence, Other, Weapons by Race - These reports display five years of
district data showing unduplicated counts of Students and Out-of-School Suspensions/Expulsions
for all racial ethic groups by the selected Category: Drugs, Violence, Other, and Weapons. The

categories are determined by the incident codes collected by the individual schools and district(s).

Statewide - Drugs, Violence, Other, Weapons by Race - These reports display five years of
statewide data showing unduplicated counts of Students and Out-of-School Suspensions/
Expulsions for all racial ethic groups by the selected Category: Drugs, Violence, Other, and
Weapons. The categories are determined by the incident codes collected from all school districts
in the state.

School/District - Incidents by Race - All Groups - These reports display five years of district data
showing unduplicated counts of Students and Out-of-School Suspensions/Expulsions for all racial
ethic groups by specific Group Name: Disruptive Behavior, Felonies, Fighting, Offenses Against
Persons, Offenses Against Property, Other Offenses, Substance Abuse, and Weapons.

Statewide - Incidents by Race - All Groups - These reports display five years of statewide data
showing unduplicated counts of Students and Out-of-School Suspensions/Expulsions for all racial
ethic groups by specific Group Name: Disruptive Behavior, Felonies, Fighting, Offenses Against
Persons, Offenses Against Property, Other Offenses, Substance Abuse, and Weapons.

Printing a Report:

Reports may be printed directly from the report screen. However, you may want to consider saving each
report as a PDF document to your C: drive and printing from there. Saving the report as a PDF provides
a permanent electronic document and, if you have had difficulty printing in the past, it saves time.

To print the report from the application, click on the Print icon.
To close the report, click the Close icon.
To zoom in or out, click on the Magnifier icon.
To save the report to your C: drive as a PDF document, click the PDF icon.
To minimize or maximize the report on the screen, click anywhere in the report using your mouse.
To scroll up and down the page, use the scroll bar on the right side of the screen.
To move from page to page in the report screen, use the right and left arrows in the bottom
left corner of the screen.

Top of the Screen (report)

School Discipline - [SCHOOL DISCIPLINE INCIDENT REPORT] 10 il

B Spprint... | B Close | JO 100% - | {l§Save As Pdf Type & question forhelp = _ @

Denise Jungau, Superintendent

SCHOOL DISCIPLINE LOG

Office of Public Instrudion [ncident Report Ordered by User Entry
Special Education L School Year: 2
PO Box 202501 District: Grant Elem (0003) 010
Helena MT 53620-2501 School: Grant School (004 8/1/2000 through 06/30:2010
[Length of | Firearm Incidents
[Incident |Victim | # of Gender | Race | Grade|Action | Removal |Full Year |Shortened | Progra | Special Ed
Incident Incident |Location | Codes | Codes |Vietims | Perpeirator |Perpetraior | Code | Code Code |in School |Expulsion |Expukion | m Disah ility
Descrip fion Month | Code Tdentifier Code Days | (¥YIN) (FM) | Staus | Codels)
.

0 Incidents for Grant School

912009 90804 AM CibischocDisciplinecp120.ade mptEntyOrler

page: | 4| 1 > oiledlri] A |

Bottom of the Screen (report)
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Save a Report as a PDF:

When you click the PDF icon at the top of the screen, the report will automatically be saved to a folder on
your C: drive named “OPI Reports.” The following message will pop up.

b

il) Your repart has been saved to your local machine: C:\0PI ReportshSCHOOL DISCIPLINE INCIDENT REPORT - FY2009 1775, pdf.

x|

Click OK.

You can then open and print these PDF reports from your own computer without being
logged into IRIS.

= =) vou will see thi he first t
CITRIX i_ ou will see this message the first time you
2 save to PDF.
.i’-'«. Selrvnla_l apﬁlication iz requesting access to pour 7
ocal clisnt bles. - . .
3 Choose Full Access for the first question
‘what acosss do you want to grant? : and answer the second question however
f* Mohlccess L fer
" Beadfccess : you pre -
D“@H A ; This gives the Citrix server the right to
= Aieys ask mo == create a folder on your C: drive called "OPI
" Mewver ask me again for this serer Reports" Where any PDF docu ments

7 Mewver azk me again

created by an OPI Citrix application will

- then be saved.

Submit

The submit process is very important because it provides assurance that the data entered have
been checked for accuracy and all data have been reported for the 2009-2010 school year.
Submitting also indicates that the data entry process is complete.

The submit process should not be executed until ALL data have been entered and all schools are
sure there will be no further incidents to report in the school year. Data may be entered any time
during the reporting period; however, the application will not allow the submit process to be
performed until after May 14, 2010.

When a school performs the submit process, the school will no longer be able to add or edit their
data; any errors must be corrected at the district level. When a district performs the submit
process, the district will no longer have rights to add or edit data, and any errors must be
corrected by the OPI.
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School Discipline Data Collection Main Menu |
Office of Public Instruction

School Discipiine Data Collection
District: 0003 Grant Elem

Schook| 0004 +||Grant School ]
School Year:  2009-2010
Data Ent Select a button on the left and then double click the option below.
[ DataEn vy Cut-of-School Susp/Exp Data Entry Screen
In-Schiool Suspension (Spec Bd Students Only) Data Entry Screer

B |Reports “Submit School Discipline Data

Submit School Discipline Data.

At the Main Menu, select Data Entry and double click on Submit School Discipline Data.

Submit Screen:

This screen indicates that you are a school submitting your data to the district, or that you are a district
submitting all school data to the OPI.

Scheol Discipline Data Collection
Submit Data

Submitting entire district data Hardin Elem to OPI .

PLEASE NOTE: If you are logged in as a school district, be sure all data are entered
for all schools in the district prior to submittal. At both the school level and the
district level, once the submittal process has bheen performed, the data may still be
viewed, but rights to edit the data will no longer be available.

Status
Report  Help  Exit
| ® | ®|

If you are sure the data you entered are complete and accurate, click the Submit button.
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When you press the Submit button, this message will appear. It will remind you that you are certifying the
accuracy of the data by performing the submit process. If you are sure the data are correct, click Yes.

(] When you press the SUBMIT button, you are CERTIFYING that the data you
- are submitting are accurate.

Hawe wou reviewed your work and are you ready ko submik now?

Yes I Mo I

A validation check will be performed. If any errors are found, the application will not allow the data to be
submitted until the errors are corrected. A validation report will appear that lists all errors. The errors

must be corrected and the submittal process repeated.

Office of Public Instruction

School Discipline Data Collection
Submit Data

/ \

4@3 under Shepherd Elem have been submitted to OPI. Tw

PLEASE NOTE: If you are logged in as a school district, be sure all data are entered
for all schools in the district prior to submittal. At both the school level and the
district level, once the submittal process has been performed, the data may still be
viewed, but rights to edit the data will no longer be available.

Submit |

Status
Eeport  Help Exit

After the data have been
successfully submitted, a
message on the screen will
indicate that the submittal was
successful.

If you do not see a message
similar to this, the submittal
process is not complete.

After your successful submittal,
you can still access reports
through the Reports button on
the Main Menu. However, you
will no longer have access to
the data entry screen.

Click on the Exit button to return
to the Main Menu.

Congratulations. You are Done!!!

If you have questions or problems, call:
Karen Crogan (406) 444-0685 or e-mail: kcrogan@mt.gov.
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Appendix A

Reporting Data Elements for Incidents of
Out-of-School Suspensions/Expulsions or
Incidents Involving Nonstudents

This section of the instructions describes the data requirements for each data element in the reporting
process for incidents resulting in out-of-school suspension/expulsion or involving nonstudents. The
sequence will follow the data elements in the electronic application.

A district that is unable to report data electronically must contact the OPI (see contact on page 1).

Incident = an event that:
e results in an out-of-school suspension or expulsion of any length for an
enrolled student or students, or
e involves weapons, drugs or violence in which a nonstudent or students is

involved.
No Incidents To Report: A completed report must be NOTE: Even if a school HAS incidents to
submitted for each school in each district in the state. report of in-school suspension for students
If a school has no out-of-school suspensions/expulsions | With disabilities, but no out-of-school
or incidents involving nonstudents to report, the school suspensions/expulsions, the school must still
must indicate this by checking the "No incidents" box on | check the "No Incidents” box indicating no
the data entry screen in the electronic application or, if incidents out-of-school suspensions/
reporting by paper, by checking the "No incidents" box expulsions or nonstudent incidents to report
on the paper form and submit the report. and submit the report.

Data To Be Reported
Incident

Incident Month: Enter the month in which the incident occurred.

Incident Description: Entering data in this field is

optional for the user. The intent is to provide the NOTE: The application requires that the field be
user with a way to more easily identify and retrieve unique. As an example, if there were two incidents
incidents in the electronic application for reviewing, for which a user wanted to use the term "weapons”
editing or deleting. Some exam